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A standard site visit form has been developed with multiple sections to be used for the site visit component. The form 

will be scheduled in each grant as applicable by IDPH staff.  

The form has multiple sections, some of which will be completed by IDPH staff, and other fields/sections will be 

completed by the Grantee/Contractor.   

You will receive a system generated email notification when a site visit form has been scheduled for a grant. 

 
A. Grantee/Contractor’s steps in Pre-Visit section: 

Log in to IowaGrants. From the Main Menu, click on ‘My Site Visits’: 

 

 

Click on the ID for the grant title. 
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Click on the Comprehensive On-Site Visit Form to open it. 
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You will upload or input any required information into the form for Pre-Visit only.   
 

o Click Edit and input any comments, as applicable.  Click Save. 
 

o Please complete any tasks requested for the Pre-Visit section – i.e. upload the clinic assessment form if 
they will be receiving a clinic visit. To upload the Assessment form in the Pre-Visit section, click on the 
green plus sign/Add button.   
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Mark the form as complete.  
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Click submit.  This will notify the state office that you have read the Visitation letter and completed any necessary pre-

visit tasks. 

 

 

 

 

 



Site Visit Component Guide – External Users 

6 | P a g e  
 

 

Grantee/Contractor’s steps in On-Site Visit section 

You will receive an email notification that the Site Visit form has been negotiated to you for review and action. 
 
Log in to IowaGrants and select ‘My Site Visits’ on the main menu. 
 

 
 
Open the Site Visit form by clicking on the ID (Note, it will be in correcting status): 
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Open the form by clicking on the Comprehensive On-Site Visit Form title. 
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Click on the name of the report in the Upload/Attachment column to review the completed On-Site Review document. 
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Complete the Response portion of the form by clicking on the Add button next to that section. 
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Provide a comment for the upload/attachment (i.e.corrective action plan) and click Save. 
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Click on the green plus sign icon to upload/attach the desired response document. 
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Repeat this step as necessary to include all required response documents for the Response portion of the form. 
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 Select Mark as Complete. 
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Select Submit.  The form will be submitted to the IDPH program staff for review and will be closed to you for any edits. 
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Grantee/Contractor access to the approved site visit: 

Once the IDPH program staff  have approved  your response, they will  close the Comprehensive Site Visit Report.  The 

Site Visit will only appear in ‘Submitted Site Visits’ in the ‘My Site Visits’ component from the main menu.  

 

 

 

 


